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C. Clerical Training 


(1) Daring the week of 20 January there were 3k people in 
Clerical Induction Training. Of these, six were entering class 
for the first time. During the same period there were eleven 
oeople in Clerical Orientation. 


(2) The results of the official Agency tests administered by 
Clerisel Induction to entrane e^on-duty employees were as follows* 
of two tested in shorthand, none qualified; of four tested in type* 
writing, four qualified. 


(3) Dr. Tietjen I of the Medical Staff con- 

ducted a health survey oi tns ounoing at 1016 16 th Street on 
2k Januasy. It was a help, in that the corridors were given a 
badly needed scrubbing before the visit. 

D. Operations Support 


(l) On 21 January an instructional mooting was held for 
seventy-three Agency e mployees who h andle the Personnel Inforna* 


tion Cards, Form 61*2, 


om 


in collaboration with Office 


of the Comptroller, helped develop 'instructional materials and 
plans for the meeting, and he has been asked to plan for later 
meetings like it. 


(2) | | will meet with DDP Training Officers during 

the next few weeks to discuss proposed changes in the Administra- 
tive Procedures coverage. Questions concerning the prerequisite® 
for Budget and Finance Procedures will be covered at the same time. 


(3) Three JOT 8 a assigned to the Finance Office were retro- 
actively registered in Budget and Finance Procedures which began 
on 6 January. Originally they planned to audit certain coverages, 
but at their later rs^msi, they remained for the entire course. 


B 0 Intelligence Production 


Fourteen of the fifteen students originally enrolled 
completed Effective Speaking Course on 20 January o The 
ell class performance was of high Ca liber, and the critioua a by 
the student® had nothing but praise 


Cf ) Five students completed Intelligence Re sears h {MapsJ 
on 2k Sama&fa The students expressed satisfaction with the beme° 
fits derived from the training in map reading » Although 
was ill ©ad unable to meet th® last two sessions of th e group,* it 
ms possible for them to eoe^slete th® assigamsnts with. 
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